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Chapter 1
User Guide Overview

The ParishE-File.com User Guide is designed to help you manage returns, Tax ID
registrations, updated taxpayer information, and payments online.

This guide provides information on using all available ParishE-File.com tools and options.

Using the User Guide

The User Guide is organized into sections that describe tasks you may need to complete. To
use the guide most effectively, refer to it with a specific task in mind. Then consult the table
of contents to locate the section of this guide that contains information on the topic.

The User Guide can also be used to supplement a training workshop. If you have attended a
ParishE-File.com training workshop, you have received a training workbook. Topics in the
workbook have assighed page numbers that correspond to the page numbers in this guide.
Some sections will reference information in other sections. Cross-references are styled like

this: “See Example.” The name of the section is bold. Use the Contents table to find the
referenced section.

Additional Information Resources
In addition to this guide, other information resources are available:
Websites
The following websites can help answer questions you may have:
® www.parishe-file.revenue.louisiana.gov/faq.aspx offers answers to frequently
asked questions.
* www.parishe-file.revenue.louisiana.gov/lookup /lookup.aspx offers contact
information and rate information for parishes in Louisiana.
Email

You can contact RAMware directly by sending email to:

® parishefile@la.gov for general comments and questions; for technical questions,
requests or suggestions; and for technical support.

Or:
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On ParishE-File.com. Place your mouse-pointer over Support on the menu bar.
Select Email Us from the drop-down menu. An Email Tech Support screen
appears. Type in the fields. Click Submit when you are finished.

Email Tech Support

Name:
Company:
Email:

Phone:

Describe your problem:
(Please provide as much
detail as possible including
any error messages,
technical information,
version number, etc.)

Please complete as much of the information below as possible.
All fields must be filled in.

Telephone/Fax

You can contact RAMware directly by calling:

Local: 225-215-0100

Toll Free: 1-800-227-7059

Or by faxing:

Fax: 225-215-0090

Lookup

1.

AN eI

On the ParishE-File.com homepage, click Lookup on the menu bar.

Returms searchs v 2ip Code searchs =
or
City Search: v Print Print All Rates

Contact Information:

Name:

Phone 1:

Phone 2:

Address:

Fax:

contact:

Website:

Rate Information:

Filing Period:

-

Select a Return or City from the drop-down menus.

Or, type a Zip Code in the field. Click Go.

Contact information and rate information for the return, city, or zip code appears.
Click the Print button to print the displayed page.

Select a Filing Period from the drop-down menu and click the Print All Rates
button to print a list of all rates for all returns.
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Chapter 2
Getting Started Using ParishE-File.com

ParishE-File.com works best with the following applications on your system:

® A Portable Document Format (PDF) Reader. Install any version of the free
program, Adobe Acrobat Reader. This program allows you to view and print PDF
files. Details and system requirements for this software can be found at the Adobe
website: http:/ /www.adobe.com/products/acrobat/readstep2.html

® A web browser such as Internet Explorer Version 6.0 and newer or Mozilla Firefox
version 2.0 and newer.

® A desktop email client such as Microsoft Outlook, Microsoft Outlook Express, and

others. These programs will automatically create an addressed message when linked
from ParishE-File.com

Note: The names of other companies, products and services may be the property of their
respective owners.

Starting ParishE-File.com

Start using ParishE-File.com by opening a recommended web browser. Type
www.ParishE-File.com or www.ParishE-File.revenue.louisiana.gov in the browser’s
address bar. The homepage appears.

PARISH
E-FILE®LOM

Home Lookup Support

Sign In
Enter your User Name and Password to continue.

Forgot your password?

User Name Click here.

Not a member?
Sign up now! Registration is free and it only

takes a minute.

Practitioner Registration Click Here

Password

The following Sales and Use Tax Returns are available for filing:
= Ascension Parish » Concordia Parish
= Assumption Parish » East Carroll Parish
= Caddo Parish » LaSalle Parish
m Calcasieu Parish » Rapides Parish
m Catahoula Parish » Tensas Parish

Page 6 of 51



Using the ParishE-File.com Menu Bar

The menu bar appears at the top of every page on ParishE-File.com. Click directly on a label
on the menu bar or place your mouse-pointer over the label to view the drop-down menus.

” Downloads | Account Settings | View Batches View Returns | Statistics | User Search | Suppeort ‘l

Setting Up a New Account

Each parish has been assigned a User Name and default Password. The default settings for
your account are in the system. See Logging In-First Time to log in with your User Name
and default Password. See other sections in this manual to customize settings for your
account.

Logging In — First Time

V¥ To log in for the first time:
1. In the User Name and Password fields, type your assigned user name and default
password.

User Name

Password

2. Click Log In. The Login Secret Question and Answer page appears.

Home Lookup Support

Set Your Login Secret Question and Answer
1f you forget word or xpired p
should ba

\What is the capital of Louisiana?

Secret A = |Baton Rouge (20 Characters Max)

3. In the Secret Question and Answer fields, type a secret question and its answer.
Choose a secret question whose answer only you will know. If you forget your
password or reset an expired password, you will be required to answer this secret
question.
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4. In the Current Default Password field, type the default password you used to log
in.

5. In the New Password field, type a new password. In the Confirm New Password
field, type the new password again.

Note: Passwords must be at least six characters long, contain at least one number,
and contain at least one capitalized letter.

6. Click Save.

Logging In — Second and Subsequent Times

¥ To log in for the second time:
1. In the User Name and Password fields, type your User Name and new password.

User Name

Password

2. Click Log In. The Downloads page appears.

Exiting ParishE-File.com

To end a session on ParishE-File.com, click the red Log Off button, located beneath the
menu bar,

Downleoads Account Settings View Batches View Returns | Statistics | User Search | Support

Signed in as ADMIN [ LOG OFF |
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Chapter 3
Managing New Registrations

Downloading New Registrations

New Registrations appear in the main download table when taxpayers register a new
business location and apply for a Tax ID at that location. The system sends you an email
each time a taxpayer registers for a Tax ID.

¥ To download a new registration:
1. Click Downloads on the menu bar. The Downloads page appears with the main
download table.

Downleads = Account Settings | View Batches | View Returns  Statistics | User Search | Support
Signed in as ADMIN

Mo. Of Total MNew Change
Returns Amount Registrations Notifications

Parish Sales Tax 6 $ 34,607 43 4 (Receive) 1 (Receive)

‘ HuﬁliMUte‘ SelEs ‘ 1 ‘ $ 420,00 ‘ 3 (Receive) | 1 (Receive)

Name No. Of Returns | Sub Amount]
Parish Sales Tax

[] Zero Returns 1 {Receive) $0.00

[ Regular Returns w/ ACH Dehit 2 (Receive) 4 3,358.08

[] Regular Returns w/ ACH Credit 1 (Receive) $ 30,937.50

[] \other Returns (Credit/Debit Memos, Negative Returns) 1 (Receive) $0.00

[ wmended Returns (Zero/ACH DebitfaCH Credit) 1 {Receive) § 311.85

Hotel/Motel Sales Tax

[] Zero Returns 1] 0,00

[] Regular Returns w/ ACH Debit 1 (Receive) $420.00

[] Regular Returns wj &CH Credit [u] $ 0.00

[] |other Returns (Credit/Debit Memos, Negative Returns) 1] $0.00

[ lemended Returns (Zera/ACH Debit/acH Credit) 1] £ 0.00
Download All Selected Returns

2. Click Receive next to the New Registration batch you wish to download. The
Registration Data Download page appears.

Signed in as ADMIN | LOG OFF |
Registration Data Download (XML)

Click the button to download return data for the registrations listed below. If the file was downloaded successfully,

click the link to mark the registrations as downloaded.
e Fie Dae Contamation o

Morth Location 8/13/2008 3:17:00 PM FLITMGXU

South Location 8/13/2008 3:33:00 PM M10PGE3UY

west Location 8/13/2008 3:34:00 PM AWEPXLS

East Location {Closed) (Closed) 8/13/2008 3:34:00 PM KLOSTCEL
Download XL

3. Click the Download XML button. A File Download prompt window appears.

Page 9 of 51



w

File Download g]

Do you want to open or save this file?
] MNarne: registration080814113929.xml
Type: XML Docutnent, 17.2KB
Fram:
Qpen ] ‘ Save | [ Cancel
~ ‘While files from the Internet can be useful. some files can patentially harm
‘a‘ your computer. If you do not tfrustthe source, do not open or sawe this file
A

4, Click Save. Save the file in an accessible and secure location.
5. The Registration Data Download page appears.

Signed in as ADMIN [ LOG OFF |
Registration Data Download (XML)
Click the button to download return data for the registrations listed below, If the file was downloaded successfully,

click the link to mark the registrations as downloaded.
I S S S T

Morth Location 8/13/2008 3:17:00 PM FLITMGEL

South Location 8/13/2008 3:33:00 PM ML1OPG3UY

W est Location 8/13/2008 3:34:00 PM KWEPXLS9

East Location {(Closed) (Closed) 8/13/2008 3:34:00 PM KLO3TCEL
Download XL

6. See Printing New Registrations to print the registration forms in this batch.
7. See Finishing New Registrations to finish the registration download and clear the
new registrations from the main download table.

Printing New Registrations
At this time, you must print before you can finish

V¥ To print a new registration:
1. See Downloading New Registrations. After the Registration Data Download

page appears:

Signed in as ADMIN [ LOG OFF |
Registration Data Download (XML)
Click the button to download return data for the registrations listed below, If the file was downloaded successfully,

click the link to mark the registrations as downloaded.
S e contemeonto

Morth Location 8/13/2008 3:17:00 PM FLITMGEL

South Location 8/13/2008 3:33:00 PM ML1OPG3UY

W est Location 8/13/2008 3:34:00 PM KWEPXLS9

East Location {(Closed) (Closed) 8/13/2008 3:34:00 PM KLO3TCEL
Download XL

2. On the Registration Data Download page, click the Print Forms button.
3. A new window appears with PDF copies of the registration forms in the batch.
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Confirmation Mo, T1TMGXU

Matets Inc
Parish Sales Tax Application Cale of Application
1. Reason for applying A Started new business ©[] cChangs of nams
B[] Furchases going business D[] ©Cpening addiional location
Mame of pravious owner E[] Menger
Tradz Name of pravious owner £ otner

Farish account numicar

2 a Legalname
Indlvldual, Barners. of corporation
E  Trade name of busingss

3 A Agdrass Tor raceiving tax forme and Cormespongence

{If same as locadion, write “Same.") 7117 Flocida Blvd Bulte 306
B Cltyand slate Baton Rowge LR ©. 7P TOB0&
Sallev O'Mallew e TP
£ A contactpersen S3lley O'Malley 5 Contact =nans yumper 225-215-0100
C Fax Numiber T Emal Address
E Web Slte Addrass
F. Location Of Accounting Recards:
5. Typecf crpantzaticn: A Ingidual B. [] Fasnerzhin o.[] comaratio
E. JLP F. [ Sovernmental &[] Man - Frof
. Ifsole owner nahvidual): Name Sallzy OWaley 22BN
Home address 7117 Florda Ehve Eaion Rouge LA TOEDS Telephane

7. It Corporation, LLC. LLP, or Parinership: name, title, soclal security number, hame address, and telephone number of aiflers,
members, Managqers, or parners:

Mame: Tize:
85N Telephone:
Home Address

Mame: The:
23EN: Telephone:
Home Address

Mame: Tl

S5N: Talephons

Hame Address

@, Agentfor service of process: M O'Malisy
Mama, Addness, Phons

Click the printer icon in the upper-left corner of the PDF file viewer or print using
your web browser.

After you have printed, a new button labeled Finish appears on the Registration
Data Download page. See Finishing New Registrations.

Signed in as ADMIN
Registration Data Download (XML)

Click the button to download return data for the registrations listed below. If the file was downloaded successfully,
click the link to mark the registrations as downloaded.

North Location 8/13/2008 3:17:00 PM 71ITMGXU
South Location 8/13/2008 3:33:00 PM M10PG3UV
West Location 8/13/2008 3:34:00 PM XWEPXLS9
East Location (Closed) (Closed) 8/13/2008 3:34:00 PM KLO3TCEL

Download XML

Finish
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Finishing New Registrations
At this time, you must print before you can finish

V¥ To finish a new registration:
1. See Printing New Registrations. After you have printed new registrations:
2. On the Registration Data Download page, click the Finish button.

Signed in as ADMIN
Registration Data Download (XML)

Click the button to download return data for the registrations listed below. If the file was downloaded successfully,
click the link to mark the registrations as downloaded.

Name File Date Confirmation No.

North Location 8/13/2008 3:17:00 PM 71ITMGXU
South Location 8/13/2008 3:33:00 PM M10PG3UV
West Location 8/13/2008 3:34:00 PM XWEPXLS9
East Location (Closed) (Closed) 8/13/2008 3:34:00 PM KLO3TCEL

Download XML

Finish

3. The Downloads page appears with the main download table. The registration batch
you printed and finished no longer appears in the table.

Signed in as ADMIN

No. Of Total New Change
Returns Amount Registrations Notifications

Parish Sales Tax 6 $ 34,607.43 None 1 (Receive)

¥ Ho_trealiMcteI Eales 1 $ 420.00 3 (Receive) 1 (Receive)

[ | No. Of Returns | Sub Amount]

Parish Sales Tax

[] Zero Returns 1 (Receive) $ 0.00

[1 Regular Returns w/ ACH Debit 2 (Receive) $ 3,358.08

[] Regular Returns w/ ACH Credit 1 (Receive) $ 30,937.50

[] Other Returns {Credit/Debit Memos, Negative Returns) 1 (Receive) $ 0.00

[] Amended Returns (Zero/ACH Debit/ACH Credit) 1 (Receive) $ 311.85
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Chapter 4
Managing Change Notifications

Downloading Change Notifications

Change Notifications appear in the main download table when taxpayers make changes to
their company, business location, or contact information. The system sends you an email

each night, notifying you of the number of changes made in the previous day.

V¥ To download a change notification:

1.

Click Downloads on the menu bar. The Downloads page appears with the main

download table.

Downleads = Account Settings | View Batches | View Returns  Statistics | User Search | Support
Signed in as ADMIN

Mo. Of Total MNew Change
Returns Amount Registrations Notifications

Parish Sales Tax 6 $ 34,607 43 4 (Receive) 1 (Receive)

‘ HuﬁliMUte‘ Bellzs ‘ 1 ‘ 420000 ‘ 3 (Receive) | 1 (Receive)

Name No. Of Returns | Sub Amount]
Parish Sales Tax

[] Zero Returns 1 {Receive) $0.00

[ Regular Returns w/ ACH Dehit 2 (Receive) 4 3,358.08

[] Regular Returns w/ ACH Credit 1 (Receive) $ 30,937.50

[] \other Returns (Credit/Debit Memos, Negative Returns) 1 (Receive) $0.00

[ wmended Returns (Zero/ACH DebitfaCH Credit) 1 {Receive) § 311.85

Hotel/Motel Sales Tax

[] Zero Returns 1] 0,00

[] Regular Returns w/ ACH Debit 1 (Receive) $420.00

[] Regular Returns wj &CH Credit [u] $ 0.00

[] |other Returns (Credit/Debit Memos, Negative Returns) 1] $0.00

[ lemended Returns (Zera/ACH Debit/acH Credit) 1] £ 0.00
Download All Selected Returns

Click Receive next to the Change Notification batch you wish to download. The

Registration Data Download page appears.

Signed in as ADMIN
Registration Data Download (XML)
Click the button to download return data for the registrations listed below, If the file was downloaded successfully,

click the link to mark the registrations as downloaded.

Ramware 8/14/2008 9:37:00 AM FIBXE1K]

Download kL

Click the Download XML button. A File Download prompt window appears.
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v

-

File Download g‘

Do you want to open or save this file?

] MName: registration080814131551.xml

Type: XML Docurment, 4,23KB

Fram:

Cpen l | Save | l Cancel

- ‘wrhile files from the Internet can be useful, some files can potentially harm
Ial wour computer. If you o nottrust the source. do not open or save this file.
%

Click Save. Save the file in an accessible and secure location.
The Registration Data Download page appears.

Signed in as ADMIN
Registration Data Download (XML)
Click the button to download return data for the registrations listed below, If the file was downloaded successfully,

click the link to mark the registrations as downloaded.

Ramware 8/14/2008 9:37:00 AM FIBXE1K]

Download kL

See Printing Change Notifications to print the notification forms in this batch.
See Finishing Change Notifications to finish the notification download and clear

the change notifications from the main download table.

Printing Change Notifications

At this time, you must print before you can finish

V¥ To print a change notification:

1.

See Downloading Change Notifications. After the Registration Data Download

page appears:

Signed in as ADMIN
Registration Data Download (XML)
Click the button to download return data for the registrations listed below, If the file was downloaded successfully,

click the link to mark the registrations as downloaded.

Ramware 8/14/2008 9:37:00 AM FIBXE1K]

Download kL

On the Registration Data Download page, click the Print Forms button.
A new window appears with PDF file copies of the notification forms in the batch.
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Test Confirmmation Mo, PIBXETKJ

Parish Sales Tax Application Dale of Applization

1. Rzasonfor appiyng A [ Stared new business [ change afname
B[] Furchased golng business D[] opening adomonal ncation
T] me of previous SWnes E D “erge,
rade Name of pravious owner F. ofner cranges
Farish account numiter
2 4 Legalname
Indlvidual, Partners. or corparation
B Trade name of business
3 a ADrSsforreceldng taX fOIME and comsspencence
{If same as locasion, writs “2ame.") i} Testingmy
B Clyandsate Baton Reuge LA o zIp 70808
& A comacPerson 125t Test 5 Contact Phane umper S04-234-TE25
C Faxmumper =04-234-TE2E O Emal Adgress SfaigBsalestaxonline.com
E Web Slte Addrass
F. Location Of Accounting Records:
5. Typecfcrganizafion: A Indheidua E. [] madnership c.[] comeratia
E. [JLF F. [[] Sovermmental &[] mon - From

™

It sole owner (ndividual): Name Sick

Home addrass 123 Testing Way

Saion Rouge La Tos22 Telephone S04-238-T825

members, managers, or panners:
Wame:

SEN:

Home Address

Mame:

SEN:

Hame Addrass

Mame:

SIN:

Home Addrase

7. It Corporation, LLC. LLP, or Farinership: name, tille, soclal security number, home address, and felephone number of ofleers,

Tz
Telephone

T
Telephone

Tite:
Telephone

8. Agent for service of process:  as0’
Mame, ADdress, Prons

Click the printer icon in the upper-left corner of the PDF file viewer or print using

your web browser.

After you have printed, a new button labeled Finish appears on the Registration

Data Download page. See Finishing Change Notifications.

Signed in as ADMIN

Name

Ramware

8/14/2008 9:37:00 AM

Registration Data Download (XML)

Click the button to download return data for the registrations listed below. If the file was downloaded successfully,
click the link to mark the registrations as downloaded.

Confirmation Ho.

PIBX81KJ

File Date

Download XML

Finish
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Finishing Change Notifications

At this time, you must print before you can finish

V¥ To finish a change notification:
1. See Printing Change Notifications. After you have printed change notifications:
2. On the Registration Data Download page, click the Finish button.

Signed in as ADMIN [ L0G OFF |
Registration Data Download (XML)

Click the button to download return data for the registrations listed below. If the file was downloaded successfully,
click the link to mark the registrations as downloaded.

File Date Confirmation Ho.

Ramware 8/14/2008 9:37:00 AM PIBX81KJ

Download XML

Finish

3. The Downloads page appears with the main download table. The notification batch
you printed and finished no longer appears in the table.

Signed in as ADMIN

No. Of Total New Change
Returns Amount Registrations Notifications

Parish Sales Tax 6 $ 34,607.43 None None

O H°§Z‘£M°te' SaleE 1 $ 420.00 3 (Receive) 1 (Recsive)

[ | No. Of Returns | Sub Amount]

Parish Sales Tax

[] izero Returns 1 (Receive) $ 0.00

[] Regular Returns w/ ACH Debit 2 [Receive) $ 3,358.08

[] Regular Returns w/ ACH Credit 1 (Receive) $ 30,937.50

[] |other Returns (Credit/Debit Memos, Negative Returns) 1 (Receive) $ 0.00

[] Amended Returns (Zero/ACH Debit/ACH Credit) 1 (Receive) $ 311.85
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Chapter 5
Managing Returns and Payments

Understanding the Main Download Table

The top table lists the returns for your parish.

The columns in the top table indicate the:

Number of Returns: the total number of returns ready to be downloaded. This
number does not include New Registrations or Change Notifications.

Total Amount: the sum total of ACH Debit payments ready to be downloaded.
New Registrations: the number of taxpayers requesting a Tax ID.

Change Notifications: the number of taxpayers who have updated their company
or business location information.

Downleads = Account Settings | View Batches | View Returns  Statistics | User Search | Support
Signed in as ADMIN

Mo. Of Total MNew Change
Returns Amount Registrations Notifications

Parish Sales Tax 6 $ 34,607 43 4 (Receive) 1 (Receive)

‘ HuﬁliMUte‘ Bellzs ‘ 1 ‘ 420000 ‘ 3 (Receive) | 1 (Receive)

Name No. Of Returns | Sub Amount]
Parish Sales Tax

[] Zero Returns 1 {Receive) $0.00

[ Regular Returns w/ ACH Dehit 2 (Receive) 4 3,358.08

[] Regular Returns w/ ACH Credit 1 (Receive) $ 30,937.50

[] \other Returns (Credit/Debit Memos, Negative Returns) 1 (Receive) $0.00

[ wmended Returns (Zero/ACH DebitfaCH Credit) 1 {Receive) § 311.85

Hotel/Motel Sales Tax

[] Zero Returns 1] 0,00

[] Regular Returns w/ ACH Debit 1 (Receive) $420.00

[] Regular Returns wj &CH Credit [u] $ 0.00

[] |other Returns (Credit/Debit Memos, Negative Returns) 1] $0.00

[ lemended Returns (Zera/ACH Debit/acH Credit) 1] £ 0.00
Download All Selected Returns

The bottom tables organize the total number of returns into five categories. For each
checkbox you click in the top table, a corresponding bottom table will appear.

The columns indicate the category of return, the number of returns in that category and the
payment sub-amount in that category.

The rows indicate:

Zero Returns: those with a zero balance.

Regular Returns with ACH Debit payments: those with accompanying taxpayer
bank account information. The taxing authority initiates the transaction by
withdrawing payment from the taxpayer’s bank account.

Regular Returns with ACH Credit payments: those without accompanying
taxpayer bank account information. The taxpayer initiates the transaction by
depositing payment into the taxing authority’s bank account. Taxpayers making ACH
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Credit payments are responsible for contacting their taxing authority to obtain bank
account information.

®  Other Returns: those with a Credit/Debit Memo or a Negative Payment Amount.

e Amended Returns: those that have been amended. Amended returns remain
separate from original returns.

A taxpayer must meet four requirements before filing an amended parish return:

el

The original return must have been filed on ParishE-File.com,
The original return must have been filed on time,
Line 24 (Credit Memo) must be blank on the original return,

Line 24 (Credit Memo) must be blank on the amended return.

Receiving Returns from One Category

V¥ To receive returns from one category:
1. Click Downloads on the menu bar. The Main Download Table appears.

Downloads | Account Settings | View Batches | View Returns  Statistics | User Search | Support

Signed in as

T

ADMIN
MNo. Of Total MNew Change
Returns Amount Registrations Notifications
Parish Sales Tax & ¢ 34,607 43 4 {Receive) 1 (Receive)
‘ HutzliMDtE‘ Sales ‘ 1 ‘ $ 420,00 ‘ 3 (Receive) 1 (Receive)

Download All Selected Returns

Name No. Of Returns | Sub Amount]
Parish Sales Tax
[] Zero Returns 1 (Receive) 0,00
[] Regular Returns w/ ACH Debit 2 (Receive) % 3,358.08
[] Regular Returns wj &CH Credit 1 {Receive) $ 30,937.50
[] |other Returns (Credit/Debit Memos, Negative Returns) 1 (Receive) $0.00
[ lemended Returns (Zera/ACH Debit/acH Credit) 1 (Receive) 4 311.85
Hotel/Motel Sales Tax

[ Zero Returns 1] $ 0.00
[ Regular Returns w/ ACH Dehit 1 (Receive) $420.00
[] Regular Returns w/ ACH Credit 1] £ 0.00
[] \other Returns (Credit/Debit Memos, Negative Returns) 1] $0.00
[ wmended Returns (Zero/ACH DebitfaCH Credit) [u] $ 0,00

2. In the top table, click the checkboxes next to the return tables you would like to

view.

3. In the bottom table, click Receive next to the category of returns you wish to

receive. The Return Data Download page appears.
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Signed in as ADMIN
Return Data Download (XML)

Click the button to download return data for the returns listed below. If the file was downloaded successfully, click the
link to mark payments as downloaded.

Batch Sum{$): o.on

130079 08/13/2008 Applied For West Location 0,00 08/2008
STEP OQNE [ Daownload Return Data (<hL) ]
[ Wiew/Print Batch Summary ]
[ Yiew/Print Returns ]

4. OR, in the bottom table, click the checkbox in the row of the category of return you
wish to receive. Click Download All Selected Returns. The Return Data
Download page appears.

5. To continue, see Downloading Returns, Step 4.

Receiving Returns from Multiple Categories

V¥ To receive returns from multiple categories:
1. Click Downloads on the menu bar. The Main Download Table appears.

Downleads = Account Settings | View Batches | View Returns  Statistics | User Search | Support
Signed in as ADMIN
Mo. Of Total MNew Change
Returns Amount Registrations Notifications
Parish Sales Tax $ 34,607 43 4 (Receive) 1 (Receive)
HUtE”MDtE‘ SaIES $ 420,00 ‘ 3 (Receive) | 1 {Receive)
Name No. Of Returns | Sub Amount]
Parish Sales Tax
[] Zero Returns 1 {Receive) $0.00
[ Regular Returns w/ ACH Dehit 2 (Receive) 4 3,358.08
[] Regular Returns w/ ACH Credit 1 (Receive) $ 30,937.50
[] \other Returns (Credit/Debit Memos, Negative Returns) 1 (Receive) $0.00
[ wmended Returns (Zero/ACH DebitfaCH Credit) 1 {Receive) § 311.85
Hotel/Motel Sales Tax
[] Zero Returns 1] 0,00
[] Regular Returns w/ ACH Debit 1 (Receive) $420.00
[] Regular Returns wj &CH Credit [u] $ 0.00
[] |other Returns (Credit/Debit Memos, Negative Returns) 1] $0.00
[ lemended Returns (Zera/ACH Debit/acH Credit) 1] £ 0.00
Download All Selected Returns

2. In the top table, click the checkboxes next to the return tables you would like to
view.

3. In the bottom table, click the checkboxes in the rows of the categories of return you
wish to receive.
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5.

Signed in as ADMIN

Mo. Of Total Mew Change
Returns Amount Registrations Notifications
Parish Sales Tax 3 § 34,607 43 4 (Receive) 1 (Receive)
| Hol:rea\iMDtel Sales | 1 | §420.00 | 3 (Receive) | 1 (Receive)
Name No. Of Returns | Sub Amount]
Parish Sales Tax
Zero Returns 1 (Receive] 4 0.00
Regular Returns wj ACH Dehit 2 (Receive) § 3,358.08
Regular Returns wif ACH Credit 1 {(Receive] 4 30,537.50
Other Returns (Credit/Debit Memaos, Negative Returns) 1 (Receive) $0.00
wmended Returns (Zero/ACH Debit/ACH Credit) 1 {(Receive] $ 311.55
Hotel /Motel Sales Tax
[ Zero Returns 1} 4 0.00
Regular Returns wf ACH Dehit 1 (Recsive) 4 420,00
[ [Regular Returns wy ACH Credit 1] % 0.00
[] iother Returns {Credit/Debit Memos, Megative Returns) 1] $ 0,00
[ lsmended Returns {(Zera/ACH Dehit/ACH Credit) 1] % 0.00

Download All Selected Returns

Click Download All Selected Returns. The Return Data Download page

appears.

Signed in as ADMIN
Return Data Download (¥XML)

Click the button to download return data for the returns listed below. If the file was downloaded successfully, click the
link to mark payments as downloaded.

Batch Sum{$): ss.0z7.42

130077 08/13/2008 | Applied For Horth Location 311.85 08/2008
130078 08/13/2008 | Applied For South Location 0.00 0g/2008
130079 081372008 | Applied For West Location 0.00 08/2008
130080 08/13/2008 | Applied For East Location (Closed) (Clased) 30937.50 08/2008
130081 08/13/2008 | 12345678 Warth Location 420,00 08/2008
130082 08/13/2008 | 12345678 Southwest 2019.50 0g/2008
130083 08/13/2008 | 23456783 Horthwest 338,58 08/2008
STEP ONE [ Download Return Data (ML) ]

’ “iew/Print Batch Surnmary ]

[ “iew/Print Feturns ]

[ “iew/Print Claim For Refund ]

Effective Date:
S5TEP TWO

Download ACH Payment File (NACHA) ]

To continue, see Downloading Returns, Step 5.
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Data File Name Table

This table shows the type of data that a download file contains. When you download batches
of registrations or returns, the file name is made up of a name, letters, and numbers. The
name is sometimes abbreviated with a letter so a file name can show that it contains multiple

types of data.

Type of Data File Name YY/MM/DD/HH/MM/SS | Type of File
gag‘hifg;“;ggfﬁﬁom registration080708163519 xml
gziiﬁslj(gfzf)or Zero 2er0080708163519 xml
%eeﬁrtnpgﬁei‘i éf;l) returns. R_080708163519 xml
1223?12 ';‘rtiefg:s f(ﬁ% credit080708163519 xml
Return Data for Other
Returns/Negative Returns | returns_O_080708163519 xml
(or O)
gzziggia Af)or Amended | c A 080708163519 xml
gaeyénitegg y[r)n a:ltior ACH nacha080708163519 web

Downloading Returns

¥ To download a return or batch of returns:
1. Click Downloads on the menu bar. The Main Download Table appears.

Downleads = Account Settings | View Batches | View Returns  Statistics | User Search | Support
Signed in as ADMIN
Mo. Of Total MNew Change
Returns Amount Registrations Notifications
Parish Sales Tax G $ 34,607 .43 4 {Receive) 1 [Receive)
‘ HuﬁliMUte‘ Bellzs ‘ 1 ‘ 420000 ‘ 3 (Receive) | 1 (Receive)
Name No. Of Returns | Sub Amount]
Parish Sales Tax
[] Zero Returns 1 {Receive) $0.00
[ Regular Returns w/ ACH Dehit 2 (Receive) 4 3,358.08
[] Regular Returns w/ ACH Credit 1 (Receive) $ 30,937.50
[] \other Returns (Credit/Debit Memos, Negative Returns) 1 (Receive) $0.00
[ wmended Returns (Zero/ACH DebitfaCH Credit) 1 {Receive) § 311.85
Hotel/Motel Sales Tax
[] Zero Returns 1] 0,00
[] Regular Returns w/ ACH Debit 1 (Receive) $420.00
[] Regular Returns wj &CH Credit [u] $ 0.00
[] |other Returns (Credit/Debit Memos, Negative Returns) 1] $0.00
[ lemended Returns (Zera/ACH Debit/acH Credit) 1] £ 0.00
Download All Selected Returns

2. In the top table, click the checkboxes next to the return tables you wish to view.
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In the bottom tables, click the checkboxes in the rows of the categories of return

you wish to download.

Signed in as ADMIN
Returns Amount Registrations MNotifications
Parish Sales Tax =] § 34,607 43 4 {Receive) 1 (Receive)
| HoﬁiiMDtEI Sales | 1 | $ 420,00 3 (Receive) | 1 (Receive)
Name No. Of Returns | Sub Amount]
Parish Sales Tax
Zero Returns 1 (Receive) $ 0.00
Regular Returns wif ACH Debit 2 [Receive] 4 3,358.08
Regular Returns wif ACH Credit 1 (Receive) $ 30,937 .50
Other Returns (Credit/Debit Memas, Negative Returns) 1 {(Receive] $0.00
wmended Returns (Zero/ACH Debit/aCH Credit) 1 (Receive) $ 311.85
Hotel/Motel Sales Tax
[] [Zero Returns 1] 4 0,00
Regular Returns wj ACH Dehit 1 (Receive) 4 420.00
[ Regular Returns wf ACH Credit 1] $ 0,00
[ |other Returns (Credit/Dehit Memos, Negative Returns) 1] % 0.00
[] wmended Returns (Zero/ACH Debit/ACH Credit) 1] $ 0,00
Download All Selected Feturns

Click Download All Selected Returns. The Return Data Download page appears

with the batch of returns.

Signed in as ADMIN
Return Data Download (XML )

Click the button to download return data for the returns listed below. If the file was downloaded successfully, click the
link to mark payments as downloaded,

Batch Sum{$): ss.027.43

130077 08/13/2008 | Applied For Harth Location 311,85 08/2008
120078 Us/13/2008 | Applied For South Location 0.00 0s/2008
120079 Us/13/2008 | Applied For West Location 0.00 08/2008
120080 08/13/2008 | applied For East Location (Closed) (Closed) 30937.50 082003
130081 08/13/2008  |12345678 Naorth Location 420,00 08/2008
130082 08/13/2008 | 12345678 Southwest 3019.50 08/2008
130083 08/13/2008 | 23456789 Harthwest 338.58 08/2008
STEP ONE ’ Daownload Return Data (<L) ]

[ “iewfPrint Batch Surmmany ]

’ WiewPrint Returns ]

[ isw/Print Clairm For Refund |

Effective Date: “
STEP TWO

Download ACH Payment File (NACHA) ]

Click the Download Return Data (XML) button. A File Download prompt

window appears.
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File Download

Do you want to open or save this file?

] MName: returns_ZRCAD_020314110425.xml
Type: XML Documnent, 20.6KB
Fram
Open ] ‘ Save ‘ [ Cancel
While files frorm the Internet can be useful. some files can patentially harrn
‘\al your computer. [fyou do not tust the source, do not open or save this file
-

6. Click Save. Save the file in an accessible and secure location.
7. The checkmark next to Step One appears green.

Signed in as ADMIN [ L0G OFF |
Return Data Download (XML)

Click the button to dewnload return data for the returns listed below. If the file was downloaded successfully, click the
link to mark payments as downloaded.

Batch Sum($): 35,027.43

120077 08/13/2008  Applied For North Location 211.85 08/2008
120078 08/13/2008  Applied For South Location 0.00 08/2008
120073 08/13/2008  Applied For West Location 0.00 08/2008
120080 08/13/2008  Applied For East Location (Closed) (Closed) 30937.350 08/2008
130081 08/13/2008 12345678 North Location 420.00 08/2008
130082 08/13/2008 12345678 Southwest 3013.50 08/2008
130083 08/13/2008 234567839 Northvest 338.58 08/2008

STEP ONE | Download Return Data (XML)

v

[ View/Print Batch Summary

[ View/Print Returns
[ View/Print Claim For Refund
Effective Date: |8/14/2008 b

J
J
J
J

STEP TWO
[ Download ACH Payment File (NACHA) |

8. See Viewing/Printing: Batch Summary, Returns, Claim for Refund or continue
to Downloading Payments.

Downloading Payments

V¥ To select the effective date:

9. The Effective Date represents the date the batch of return payments is transmitted
to your bank. Contact your bank to confirm their processing hours. If the payment
batch to be transmitted for the current business day cannot be processed select the
next business day. The Effective Date cannot be a weekend or holiday.

10. Select the Effective Date from the drop-down menu.
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V¥ To download a payment or batch of payments:

11. Click the Download ACH Payment File (NACHA) button. A File Download

prompt window appears.

' File Download z|

Do you want to open or save this file?

] MName: nacha0280814112625.web
Type: HTML Document, 958 bytes

Fram:

Open ] ‘ Save | l Cancel

“While files from the Internet can be useful. some files can potentially harm
@ your computer. If you do not trust the source. do not open or sawve this file
.

12. Click Save. Save the file in an accessible and secure location.

13. The checkmark next to Step Two appears green. The Finish button next to Step

Three appears.

Signed in as ADMIN
Return Data Download (XML)

Click the button to download return data for the returns listed below. If the file was downloaded successfully, dick the

link to mark payments as downloaded.

Batch Sum($): 35,027.43

STEP ONE Download Return Data (XML)

View/Print Batch Summary

[ View/Print Returns
[ View/Print Claim For Refund

J
J
J
J

Effective Date: |8/14/2008 o
STEP TWO

[ Download ACH Payment File (NACHA) |

STEP THREE | Finish

]

Cancel

130077 08/13/2008  Applied For North Lacation 311.85 08/2008
130078 08/13/2008  Applied For South Location 0.00 08/2008
130073 08/13/2008  Applied For West Location 0.00 08/2008
130080 08/13/2008  Applied For East Location (Closed) (Closed) 30937.50 08/2008
130081 08/13/2008 12343678 Horth Location 420.00 08/2008
130082 08/13/2008 12345678 Southwest 3013.50 08/2008
130083 08/13/2008 23456789 Horthvest 338.58 08/2008

4

v

14. See Viewing/Printing: Batch Summary, Returns, Claim for Refund.
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Viewing/Printing: Batch Summary, Returns, Claim for
Refund

V¥ To view/print batch summary:
15. Click the View/Print Batch Summary button. The Batch Summary Report page
appears in a new window. Click the printer icon in the upper-left corner of the PDF
file viewer or print using your web browser.

Batch Summary Report
8/14/2008 11:07
Hotel/Motel Sales Tax
ACH Debit]
Regular
Rin ID Name Filz Date Filz Period Account No.  Amount Due
[120081 JMerth Location [ enzzo0e [ &3uzo0e [ 12345472 420.00]
ACH Debit SubTota $420.00
Taota $420.00
Parish Sales Tax
ACH Credit]
Regular
Rin ID HName File Date File Pericd Account No.  Amount Due
[130020 [East Losation (Closed) (Closed) [ &rMa2008 | a&312008 | Applied For | 30837.50]
ACH Credit SubTaota 3 50
ACH Debit|
Amended wi DIC Memo
Rin ID HName File Date File Pericd Account No.  Amount Due
[120077 Morth Location [ BM137200 [ ai3uz008 | Applied Fer 311.85
Regular
Rin ID HName File Date File Period Account No.  Amount Due
[130082 [Southwest [ &M32008 [ &/31/200 [ 3012.50]
(120083 [Morthwest [ Bz [IEED [ 333.58|
ACH Debit SubTota
Zero Return
DIC Memo
Rin ID Name File Date File Pericd Account No.  Amount Due
[130078 [South Lecation [ mMz2008 [ @&312008 | Applied Far | 0.00]
Regular
Rin ID HName Filz Date File Period Account No.  Amount Due
[130078 [Wes: Location [ 8M32008 | &312008 | Applied For 0.00]
Zero Retum SubTota $0.00
8/14/2008 11:07
Tota $24,807 .43
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V¥ To view/print returns:
16. Click the View/Print Returns button. The Return pages appear in a new window.
Click the printer icon in the upper-left corner of the PDF file viewer or print using
your web browser.

REMIT ALL PAYMENTS TO: SOUTH LOCATION Frovided by Fansns-Flle revanue 13 gov
T na— [Confirmation # SHJO7CSV4B |
FORWARD ALL OTHER CORRESPONDENCE TO Suite 306
PARISH OF RA 5 & USH Baton Rouge LA, 70806 Report Month: Aug 2008
f_AUg 2008
Account No: Applied For Monthly
CROSE SALES OF TANGIELE PEREONAL PROPEATY. LEASES, RENTALS s ™
- AND SERVICES AS REPORTED TO THE STATE OF LOUISIANA K e I SALES AND USE TAX REPORT )
ALLOWABLE DEDUCTIONS — -
= TIFICATE G FILE) COMMENTS | To ausia penalties your emveiope must have 3n oficial postmark dated on or \
: i |\ befare the 20th folowing the period covered by the return, /
|4 (DUTSIDE ACADIA PARISH - —

PLEASE INDITATE ANY CHANGES BELOW:

SALES OF GASOLUNE AND MOTOR FUELS /
SALES TO T US GOV, THE STATE OF LA, T8 FOLTICAL 503

TATE ELEINESS BOLD WARE AND ADDRESS OF FURCRASER

=TE

00 FAD FOR WITH USDA FODD 5T
CTICNS ALTHORZED BY LA

S R WIC 1
FLAN ERIE

DATE BUSINESS DIESCORTY SUSNESS LOCATION CHANGE

& A
= N CoANGE M = NAILNG ADCREsE CRANGE
11. TOTAL ALLOWABLE DEDUCTIONS (LI THRULINE 10y 11 600.00| CONSOLIDATED SALES & USE TAX REPORT FOR ACADIA PARISH
T ) 0000 COMPLETE ONLY COLUMNS IN WHICH TAXASLE ACTIVITY QCCURS
Al so0= [B] = [C] 450% [D] 2&0% [E| 500% [F] 400% |G| 400% [H] o80% [T a00%
COMPLTATION OF SALSR L URETAX  DIFTRICT £ TAX
13 ADI5TED GROSE BAES T e 00,00
* s msnicnon MWUST EQUAL LINE 12 .
SOEJECT TOUSE TREWEACH
12 RisicTion s
15 TOTAL (LINE 13 PLUS LINE 14) 15. -100.00
TR AU WO L7 TS B S T Fropsr
16- conann i 4 & .00
ACESS TAK COLLECTED 7.
15 TOTAL (LINE 16 PLUS LINE 17} B} 400

TeCucie ony When 1o
Eayment ot asingatnt

[20. NET TAX DUE (LINE 16 MINUS LINE 15} 0 400

Fackn e o0
of e aporegate

22 INTEREST (16% por annam from dule due uniipaic) 22

13 vensors companzaton 13 of Line 18

[23. TOTAL TAX, PENALTY AND INTEREST DUE FH) 400
[24. Tax DEBIT OR CREDIT LoTT ST MUSCES 5y
[es. TOTAL AMOUNT DUE [T ES P IEEE g5 400
. REMITTANCE ATTACHED (Totals of cols OUR REMITTANCE H ced the ! Line|
Mmi Ve you u proper column %

Geciare Under e penaltes for filng faise repor 1 g Ny ACCOMpanying SChEUES 3nd SIEmENtE) Nas De=n LA TAX IDENTIFICATION NO.
|exmined by me and to the best o "y KNONIEAoS and Belel I Fus, ooMmect and CoPIte. Fem, I he ebir I preparea oy a persan oer BUSINESS LOCATION
[ the taxpayer, his declaration s based on all e informasan relaling o ihe matters required ko be reported In e retum of whlh hie nas Applied For 7117 Florida Blvd

Suite 306

REMERESSY |Baton Rouge LA, 70806

lany knowiedgs, “Returne by taxpayer prew ot = jslered by Acadia Parish. shall exiend f20: 'all..n Lu zu |a=c ng risdiclions.”
$20.00 CHARGE ON AT NE NWBER.
ALL "NSF" CHECKS an 31200)’I Sal\e; O Ma\ley 225*21j=| 0100
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V¥ To view/print claim for refund (only for negative returns in a batch):
17. Click the View/Print Claim for Refund button. The Negative Return pages
appear in a new window. Click the printer icon in the upper-left corner of the PDF
file viewer or print using your web browser.

NEGATIVE Retumn
CLAIM FOR REFUND OF TAXES PAID

Parish Sales Tax

Taxpayer Mame: South Locaton

Tax Account Mo:  Applied For

Business Address: 7117 Florida Blvd Suste 306

Baton Rouge LA TOEDE

Business Phone:

Contact Person:

E-Mail:

File Period:  0E/31/2003

Taxes Remited: $0.00

Refund Reguested 4.00

Criginal Retumn 1D 130078

Finishing Return and Payment Downloads

V¥ To finish a return and payment download:
18. Click the Finish button next to Step Three. The Downloads page appears. The
returns no longer appear in the Main Download Table.

Signed in as ADMIN [ L0G OFF |
e N = e
Returns Amount Registrations Notifications
Parish Sales Tax 0 $0.00 None None
F Hotel/Motel Sales 0 $ 0.00 3 (Receive) 1 (Receive)

Tax

L Name _________________| No.OfReturns | Sub Amount

Parish Sales Tax

[ zero Returns 0 $ 0.00
[1 Regular Returns w/ ACH Debit 0 $ 0.00
[1 Regular Returns w/ ACH Credit 0 $ 0.00
[1 other Returns (Credit/Debit Memos, Negative Returns) 0 $ 0.00
[1 Amended Returns (Zerof/ACH Debit/ACH Credit) 0 $ 0.00
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Viewing Returns

V¥ To view a return:
1. Click View Returns on the menu bar. The Filed Returns page appears.

Signed in as ADMIN [ LOG OFF |

Filed Returns

Below is a list of filed returns. Certain columns can be sorted by clicking on the column header. To view mare

information for a spedific return, click the ID number of that return. To view or download the actual printed return,

click 'Report’.

Filter by File Period: | 08/2008 * | select Return Parish Sales Tax ¥ | Download returns

I e L 2 T S e
130076  08/13/2008 Applied For North Location 29.70 08/2008 MRESQOC540 Report
130083  08/13/2008 23456783 Northwest 338.58  08/2008 35D2KSGSI0 3 Report
130082  08/13/2008 12345678 Southwest 3019.50 08/2008 BWMSEWA4YII 3 Report
130080 08/13/2008 Applied For East Location (Closed) (Closed) 20937.50 08/2008 BSDWXC3AYR 3 Report
130079  08/13/2008 Applied For West Location 0.00 08/2008 O0OLWRITMMO 3 Report
130078  08/13/2008 Applied For South Location 0.00 08/2008 SHIO7FCSV4B 3 Report
130077  08/13/2008 Applied For North Location 311.85  08/2008 1I7PV4SUY7 3 Report

2. In the File Period field, select a month/yeat from the drop-down menu. In the
Return field, select a return from the drop-down menu. A table filtered by download
month and return appears.

3. To sort the returns in the table, click on a column header.

Signed in as ADMIN

Filed Returns

Below is a list of filed returns. Certain columns can be sorted by clicking on the column header. To view more

information for a specific return, click the ID number of that return. To view or download the actual printed return,

click 'Report’.

Filter by File Period: | 08/2008 ¥ | select Return Parish Sales Tax v Download returns

ecur o rieome L acane ] company o Treros | contim_loaichio]vew |
130082 03/13/2008 12345678 Southwest 3019.50 08/2008 BWMSEW4YIL Report
130083  08/13/2008 23456789 Northwest 338.58  08/2008 3SD2KSGLI0 3 Report
130076  08/13/2008 Applied For North Location 29.70 08/2008 MRESQOC540 2 Report
130080  08/13/2008 Applied For East Location (Closed) (Closed) 30937.50 08/2008 BSDWXC3AYR 3 Report
130079 08/13/2008 Applied For West Location 0.00 08/2008 OOLWRITMMO 3 Report
130078 03/13/2008 Applied For South Location 0.00 08/2008 SHIO7CSV4B 3 Report
130077 08/13/2008 Applied For North Location 311.85 08/2008 1I7PV49UY7 3 Report

4. To view taxpayer, return, and payment information, click the Return ID in the row
of the information you wish to view. See Entering Comments (Private).
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5.

Signed in as ADMIN

Return Information
Taxpayer Information

Mame: Salley O'Malley
Company: Southwest
Account: 12345678
Phone: 225-215-0100
Fax:

Email: a@salestaxonline.com

Return Information

File Period: August 2008
Amount Due: §3,019.50
File Date: 08/13/2008

Downloaded: No

Comments:

L EACKY Back to return list

Mailing Address: 7117 Florida Blvd
Baton Rouge, LA 70806

Business Address:

Payment Information

Account Number: *****2%%gggg
Routing Number:

Address: 7117 Florida Blvd
Suite 306
Baton Rouge, LA 70806

To view the return, click Report in the row of the return you wish to view.

REMIT ALL PAYMENTS TO:

FORWARD ALL GTHER CORRESPORDENCE TO
FARISH OF RAPID: 5 & USE TAX DEPT

0155
At Imb gt org * e s,

SOUTEWEST
7117 Florida Blvd

Baton Rouge LA, 70806
Account No: 12345678

Erovded by ParshE-Fle revenue | gov

[Confirmation # BWMBSEW4YIl |

1 G0 SALES OF TANGISLE PERSONAL PROPERIT, LEASES, RENTALS
AND SERVICES AS REPOS ou

ﬂ‘-LLO‘a‘lABLE DEJUC

T ALES FOR FESLE OR FURTHER PROGESEING (GERTIFIGATE GV FILE)

Report Month: Aug 2008
lonthly
9 (_ SALES AND USE TAXREPORT )
500000 (" coments ’Tu su0d peraics youtewelpe st D‘ﬁua\ ozt daedon o ™
before the 20th foliown nepmcd covered retum. )

3. CASH DISGOUNTS, SALES RETURNG AND AL

FLEAE 1N CATE ANY CHANGES SELON

=
& EALES 70 TE U5 GOV THE STATE OF Ui 6 FLITICAL SUSCIS onee

oATE ELENESS S0LD NAE AND ACORESS OF PURCHASER

G0 P FOR WITH USOA FO00 STANFS | e

STHER DEDUCTIGNS ALTHORZED BY LA [EXPLAN 571

CATE SUS eSS CRCORTIED.

\omenme s e awer

CNEDLIDATED SALES & U RT FOR ACADIA PARISH
MPLETE ONLY COLUMNS IN WH ..H TAXABLE ACTIVITY OCCURS

450 |E| 500% |F| 400% F00% [H] 380w [ 1] a00%

30000.00) 5000.00)
L FoLSES 7
JURISDICTION
15 TOTAL (LINE 13 PLUS LINE 14] 30000.00) £000.00)
g Y U 0 s o T 5000
XCESS TAX COLLECTED
18 TOTAL [LINE 16 FLUS LINE 5 1500.00) 150.00
ene— T —
5 eraors ompersalion T Lbe 18 Do a e gy 1500 150
20 NET TAX DUE (LIE 18 MINUS LINE 18] 1425.00) 1368.00 14850
T T T S T e
PENALTY _Deinuuency hot 4 micees 5%t B s
22 INTEREST 116 per snnum trom s us umlpuln
23 TOTALTAX, =RESTOLE 1423.00) 1365.00 148.50)
T g
— 1435.00 1386 148 50|
M 7 z g
5 GlT:t;l‘s.lal cols.: |MAKE YOUR R N V_TANC_ Heree you used the pr - lela_e| 3019.50
Tazchre Urder he penali=s for S Sng 3y STy eehedies v SeTEn) s been
cxanmine by e 31010 bes! of oy ¥powedge and Delle 1 e, ec as et e, ihe reben s pep resity 3 peron e LA TAX IDENTIFICATION N BUSINESS LOCATION
1 e e s eratan s SSeed on sl s fomatn ey ot SR e o et T W AT 7117 Florida Blvd
a1y s i oL 3B 200 A2313 P, S et g sraionto l g ursdions Suite 306
szlmu CHARGE ON THCRZ=D SIGNATURE. TRERE N EVEEDS |Baton Rouge LA, 70806
ISF" CHECKS &M 3/2:05 Salley O'Malle: 225-215-0100 | o
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Chapter 6
Viewing Batches

Viewing Return Batches

V¥ To view a batch of returns:
1. Click View Batches on the menu bar. The Batch View page appears.

Signed in as ADMIN [ L0G OFF |
Batch View

Each row below represents one batch of downloaded tax returns and payments. Click on any batch id to get more
information about the returns in that batch.

@Tax Returns O Registrations

Filter by Download Month: Al Sum Of Batches
08/2008 v $: 35,057.13
Batch Payment Payment Filename

Downlaaded m Return Filename (xML) (NACHA)

D?éulw;:ggs 35,027.43 returns_ZRCAO_080814151706.xml nacha080814151712.web
2 U?Qiﬁggs 28.70 1 returns_R_080813154002.xml nacha080813154011.web

2. Click the circle marked Tax Returns. A table of batches appears.

3. In the Download Month field, select the month/year from the drop-down menu.
In the next field, select the return from the drop-down menu. A table filtered by
download month and return appears.

4. Click the Batch ID in the row you wish to view. A table with the returns in the
batch appears.

Signed in as ADMIN | L0G OFF |
Batch Information

Batch number: 3

Debit total: $35,027.43

Return Data File (XML): returns_ZRCAO_080814151706.xml Print All Reports

Payment Data File (NACHA): nachaD80814151712.web
Download Date: 08/14/2008 15:17:06

130077 08/13/2008 Applied For North Location 311.85 08/2008 Download Report
130078 08/13/2008 Applied For South Location 0.00 08/2008 Download Report
130079 08/13/2008 Applied For West Location 0.00 08/2008 Download Report
130080 08/13/2008 Applied For East Location (Closed) (Closed) 30937.50 08/2008 Download Report
130081 08/13/2008 12345678 North Location 420.00 08/2008 Download Report
130082 08/13/2008 12345678 Southwest 3019.50 08/2008 Download Report
130083 08/13/2008 23456789 Northwest 338.58 08/2008 Download Report
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Viewing Registration Batches

V¥ To view a batch of registrations:

1. Click View Batches on the menu bar. The Batch View page appears.
Signed in as ADMIN [ L0G OFF |
Batch View
Each row below represents one batch of downloaded tax returns and payments. Click on any batch id to get more
information about the returns in that batch.

@Tax Returns O Registrations
Filter by Download Month: Sum Of Batches
08/2008 v $:35,057.13
m
D?éulw;:ggs 35,027.43 returns_ZRCAO_D80814151706.xml nacha080814151712.web
z 0?21:2.62:828 29.70 1 returns_R_080813154002.xml nacha080813154011.web
2. Click the circle marked Registrations. A table of batches appears.
Signed in as {ADMIN | L0G OFF ]
Batch View
Each row below represents one batch of downloaded tax returns and payments. Click on any batch id to get more
information about the returns in that batch.
OTax Returns @Registrations
Filter by Download Month: Sum Of Batches
082008 v 4l 3 s 0.00
2 08/14/2008 15:15:04 0.00 Printed Mot Applicable
1 08/14/2008 15:12:19 0.00 4 Printed Mot Applicable

In the Download Month field, select the month/year from the drop-down menu.

In the next field, select the return from the drop-down menu. A table filtered by
download month and return appears.

4. Click the Batch ID in the row you wish to view. A table with the registrations in the
batch appears.
Signed in as ADMIN [ L0G OFF |
Batch Information
Batch number: 2
Debit total: $0.00
Return Data File (XML): Printed

Print All Reports
Payment Data File (NACHA): Not Applicable

Download Date: 08/14/2008 15:15:04

8/14/2008 9:37:15 AM Ramware

Report
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Chapter 7
Searching

Searching for Taxpayers

V¥ To search for a taxpayer:
1. Click User Search on the menu bar. The Search page appears with two fields.

Signed in as ADMIN

[LagtMName v |[SubmnSearchl [ Frint Selected ][PrmtAIITaxpayers]

Last Name
E-tdail

|| UserD
Canfirrn #
Company
Account #

2. Select an option from the drop-down menu. Type in the field.
3. Click the Submit Search button. A table of Users appears.

Signed in as ADMIN

User Mame v |SalleyTest Frint Selected _|[Print All Taxpayard

User Name First Name Last Name E-Mail

Select 602 SalleyTest Salley o'Malley 225-215-0100 a@salestanonline.com

4. Click Select in the row of the taxpayer you wish to search. A table of Business
Locations in Your Parish appears.

Signed in as ADMIN

Uset Mame v |SalleyTest Frint Selected |[Print All Taxpayard

User Name First Name Last Name E-Mail

Select 0608 SalleyTest Salley O'Malley 225-215-0100 a@salestaxonline.com

Business Locations in your Parish
Select to narrow return listing

OO00O0O0O0O00O0OOR

. Return Name ACH Credit  Blosk Filing
Gote Returns Morth Location Hotel/Mote| Sales Tan 12345672
Goto Returns Morth Location Parish Sales Tan Applied For
Goto Returns South Lacatian Parish Sales Tax Applied Far
Goto Returns ezt Location Hotal/Matel Sales Tan Applied For

Goto Returns West Lacation Parish Sales Tan Applied For

Goto Returns East Location (Closed) (Closed) Hotel/Mote| Sales Tan Applied For

Goto Returns East Location (Closed) (Closed) Parish Sales Tan Applied For
Goto Returns South Location Hatel/Matel Sales Tan Applied Far

Goto Returns Southwest Parizh Sales Tax 12345672

OooooCcoooooaa

Goto Returns Maorthwest Parish Sales Tax 23456789
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Searching the Action Log

V¥ To search the action log:
1. First, search for a taxpayer. See Searching for Taxpayers, Steps 1-3.
2. Click Select in the row of the taxpayer whose Action Log you wish to search.
3. Click the tab labeled Action Log. The Action Log appears.

Signed in as ADMIN
User Name First Name Last Nanve E-Mail
5608 SalleyTest Salley O'Malley 225-215-0100 3@ salestazonline.com
Mvicws Continues [ addr eturn
Return ID: H Find ] menth: | Select Date v
M account [ create Delets

Return D Name ned
Change userfcompany inform atien 0 2008-08-13 1627
Change userfcompany inform atien 0 2008-08-13 16:27
Filing return with confirmation 3502KS5210 130083 Parish Sales Tan 2008-08-13 16:07
Craating new return for Parish Sales Tan 0 Parish Gales Tan 2008-08-13 16:07
Add to Availsble Returns 0 Parish Sales Tan 2008-08-13 16:05
Filing recurn with confirmation BWMESEW4YIT 130082 Parish Gales Tan 2008-08-13 16:04
Creating new return for Parish Sales Tan 0 Parish Sales Tan 2008-08-13 16:03
Add to Available Returns 0 Parish Gales Tan 2008-08-13 16:03
Filing return with confirmation RH4UYPIF22 130081 Hotel/Mote| Sales Tan 2008-08-13 15:42
Crasting new return for Hotel/Morel Sales Tax 0 Hotel/Mote| Sales Tax 2008-08-13 15:48
Filing return with confirmation ESDWXCIAYR 130080 Parish Gales Tax 2008-08-13 15:47
Crasting new return for Parish Sales Tan 0 Parish Gales Tan 2008-08-13 15:47
Add payment account 0 2008-08-13 15:46
Add payment sccount 0 2008-08-13 15:46
Filing return with canfirmation 0OLWRITMMO 130079 Parish Gales Tax 2008-08-13 15:45
Creating new return for Parish Sales Tan 0 Parish Gales Tan 2008-08-13 15144
Filing return with confirmation SHIGTCEV4B 130078 Parish Gales Tax 2008-08-13 15:44
Creating new return for Parish Sales Tan 0 Parish Gales Tan 2008-08-13 15143
Filing return with confirmation 117PU481IY7 130077 Parish Gales Tax 2008-08-13 15:41
Creating new return for Parish Sales Tan 0 Parish Gales Tan 2008-08-12 1540
Filing return with canfirmation MRESGOCS40 130076 Parish Sales Tax 2008-08-13 15:39
Adding payment account 130076 Parish Gales Tan 2008-08-13 1539
Creating new raturn for Parish Sales Tan 0 Parish Sales Tax 2008-08-13 15:39
Creating new return for Parish Sales Tan 0 Parish Gales Tan 2008-08-13 1538
Creating new raturn for Parish Sales Tan 0 Parish Sales Tax 2008-08-13 15:38
Creating new return for Parish Sales Tan 0 Parish Gales Tan 2008-08-12 15:37
Creating new raturn for HotelfMotel Sales Tax 0 Hotel/Mate| Sales Tax 2008-08-13 0%:33
Add to Available Returns 0 Hotel/Mote| Sales Tan 2008-08-12 09133
Change userfcompany infarm ation 0 2008-05-12 16:453

4. In the Return ID field, type the return ID. Click Find to filter the returns in the
action log.

5. In the Month field, select a date from the drop-down menu to filter the date in the
action log.

6. Click the checkboxes to filter the actions in the action log.

Searching for Returns

V¥ To search for a return:
1. First, search for a taxpayer. See Searching for Taxpayers, Steps 1-3.
2. Click Select in the row of the taxpayer whose Returns you wish to search.
3. Click the tab labeled Returns. The Returns table appears.
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Signed in as

User Name

ADMIN

First Name Last Name

Salley

O'Malley

225-215-0100

E-Mail

a@salestaxonline.com

ActionLog

130083

120082 2008-08-31
130081 2008-08-31
120020 2008-08-31
130079  2008-08-31
120072 2008-08-31
130077 2008-08-31

120076  2008-08-31

Returns

Marne

Sales Tax 16
Sales Tan 135
Hatel/Matel Sales Tax 11
Sales Tan 14
Sales Tan 13
Sales Tax 1z
Sales Tan 11
Sales Tax 11

Received
Received
Recaived
Received
Recaived
Received
Recaived

Received

Arnourt Due File Date
338.58 2008-08-13
201250 2008-08-13
420.00 2008-08-13
20937.50 2008-08-13
o0.00 2008-08-13
0.00 2008-08-132
311.85 2008-08-13
23.70 2008-08-132

OL  Bateh ID

Y
A
Y
A
Y
A
Y
A

MOW oW W W W

Corfirm #
35D0ZKEG900
BWMSEWA4VIL
RH4UYPIF22
BSDWRHCIAYR
OOLWRITMMO
SHIOTCSYAR
1I7PV49UNYT
MRESQOCS40

In the Return ID field, type the return ID. Click Find to filter the returns in the
return table.
In the Confirmation # field, type the confirmation number. Click Find to filter the
returns in the return table.
In the Filing Period field, select a filing period from the drop-down menu to filter
the date in the return table.

Searching Statistics

The statistics table displays monthly summaries of filed returns.

V¥ To search statistics:
Click Statistics on the menu bar.
Select a return from the drop-down menu.
Select a year from the drop-down menu.

Select a filter from the drop-down menu. Statistics appear for the selected filters.

1.

2.
3.
4

Signed in as

ADMIN

Month

Yearly
Totals

Farish Sales Tax
Returns >| Returns
<=0

5

All

By Filing Period | v

Total

Returns

2

7/$34,637.13/$4,948.16

Average

Aug 2008 ___ 434,637 13 $4,048.15

Page 34 of 51



Chapter 8
Customizing Your Account

Editing Your Contact Information (Public)

Information in the top table is used to maintain your public contact information. This
information can be seen by taxpayers and other taxing authorities. See Additional
Information Resources > Lookup.

V¥ To edit your public contact information:
1. Place your mouse-pointer over Account Settings on the menu bar.
2. Select Contact Info from the drop-down menu. The Contact/User Information
page appears. Select a User from the drop-down menu.

Signed in as ADMIN
Contact/User Information for |- ADMIN (logged-in Usef—  +
Tax Authority(s) Contact Information: | <Flease Chonse a T ax Autharity> |+

— 158 & Tax Authority>

i Parish
Agency: Phon Parish Hotel
Address: Fax:
City: Contact:
State: Email:
Zip: Website:

3. Select a Taxing Authority from the drop-down menu. Public contact information
automatically fills the fields.

4. To edit, type in the fields.

Click the Save button at the bottom of the page.

v

Editing Your Contact Information (Private)

Information in the bottom table is used to maintain your user account. This information
cannot be seen by taxpayers.

V¥ To edit your private contact information:
1. Place your mouse-pointer over Account Settings on the menu bar.
2. Select Contact Info from the drop-down menu. The Contact/User Information
page appears. Select a User from the drop-down menu.
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3.
4.

User Contact Information:

First Name: (Enter your first name, )

Last Name: (Enter your last name.)
Phone: (Ex: 123-458-7590)
Fax: (Ex: 123-458-7890)

Email:

Mailing Address

Line 1:
Line 2:
City:
State: | Louisiana >
Zip:

Country: | IS4 EvS

.’:m‘ & ['SAVE'] @ .E\I Ig gb

To edit, type in the fields.
Click the Save button.

Retrieving a Forgotten Password

V¥ To retrieve a forgotten password:

1.

Below Forgot your password? on the homepage, click the Click here link.

Forgot your password?
Click here.

Not a member?
Sign up now! Registration is free and it only
takes a minute.

Practitioner Registration Click Here

The Forgot Your Password? page appears.

Forgot your password?

wie can sand 3 new password to the email address associated with your ParishE-File user account. To recaive your user name and
new pasword, just entar your ermail address below and dick the button.

Email Address:

User Name:

Email New Password

In the Email Address field, type the email address associated with the user account.
In the User Name field, type your User Name.

Click the Email New Password link. The Answer Your Secret Question page
appears.
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Answer your secret question to Reset Your Password

A new default password will be zent to you after answering your secret question below, You must first login with this default passward
and then set a new password of yaurself,

Secret

Question: "What is the capital of Louisiana

Secret
Answer:

L NEXTH

5. In the Secret Answer field, type in the answer to your sectret question.
6. Click the Next button. An email with a default password is sent to your email
address. A link to sign in appears.

Answer your secret question to Reset Your Password

A new default password will be sent to you after answering your secret question below, You rmust first login with this default password
and than set a new password of yourself,

Click here to sign-in with your default password

7. Click the link to sign in with your default password. See Logging In — First Time.

Changing Your User Name

V¥ To change your user name:
1. Place your mouse-pointer over Account Settings on the menu bar.

2. Select Change Password from the drop-down menu. The Change Password or
User Name page appears.

Signed in as ADMIN | LOG OFF |
Change Password or User Name

Enter your Current Password:
* This field required for all changes

Select which field(s) to edit from below:

Choase a New Password:
Confirm your New Passveord:

Enter New User Name (Optional):

3. In the Current Password field, type your current password.
4. In the New User Name field, type your new user name.
5. Click the Save button. A success message appears.

Changing Your Password

V¥ To change your password:
1. Place your mouse-pointer over Account Settings on the menu bar.

2. Select Change Password from the drop-down menu. The Change Password or
User Name page appears.
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Signed in as ADMIN [ LOG OFF |
Change Password or User Name

Enter your Current Password:
* This field required for all changes

Selact which fizld(s) to edit from below:

Chooze 3 New Password:
Confirm your New Password:

Enter New User Name (Optional):

3. In the Current Password field, type your current password. In the New Password
tield, type your new password. In Confirm New Password field, type your new
password again.

Note: Passwords must be at least six characters long, contain at least one number,
and contain at least one capitalized letter.

4. Click the Save button. A success message appears.

Viewing NACHA Information

Taxpayers who wish to make payments using ACH Credit have been instructed to call the
parish office to retrieve the parish’s bank account information. Provide taxpayers with the
information in this table to allow them to initiate payment to your parish.

If this information is incorrect or outdated, please contact our office. See Additional
Information Resources.

V¥ To view NACHA Information:
Place your mouse-pointer over Account Settings on the menu bar.
Select Nacha Info from the drop-down menu. The NACHA Account Admin page

appears.

Signed in as ADMIN | LOG OFF |
NACHA Account Admin

View NACHA Setu
hoturn———— ank —originator 1D  Authority Name ———Fedoral Tax 10
Farish General Sales Bank 0595 Farish 0595
Parish Food and Drug Bank 0595 Parish 0595
Parish Hotel/Motel Bank 0595 Parish 0595
Parish Airport Tax District Bank 0595 Parish 0595
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Chapter 9
Customizing Taxpayer and Parish Settings

Blocking ACH Credit Payments

You can block a taxpayer from making ACH Credit payments from a location in your parish.

Use this feature at your discretion. Blocking ACH credit payments and online filing may prevent taxpayers
from making payment and from filing online returns on time.

1t is the taxing authority or taxing anthority representative’s responsibility to inform taxpayers when they
have been blocked from making ACH credit payments or from filing online returns.

ParishE-File.com does not notify taxpayers when they have been blocked from either of these features and
does not assume responsibility penalties resulting from errors made by a taxing anthority or taxpayer.

¥ To block a taxpayer from making ACH credit payments:
1. Click User Search on the menu bar. The Search page appears with two fields.

Signed in as ADMIN [ 106 OFF |

[ Frint Selected ][F’rmtAIITaxpayers]
E-Mail
| |UserD
Confirm #
Company
Account #

2. Select an option from the drop-down menu. Type in the field.
3. Click the Submit Search button. A table of Users appears.

Signed in as ADMIN [ L0G OFF |

Print Selected ][Print All Tﬁxpﬁyers]

Select 602 SalleyTest

4. Click Select in the row of the taxpayer you wish to block. A table of Business
Locations in Your Parish appears.
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Signed in as ADMIN LOG OFF

User Mame v |SalleyTest Print Selected _|(Print All Taxpayerd

User Name First Name Last Name E-Mail

Select 9608 SalleyTest Salley O'Malley 225-215-0100 a@salestaronline.com

Business Locations in your Parish
Select to narrow return listing
Location Mame Return Mame Azeount Number Block ACH Credit Elock Filing

Gote Returns Morth Location Hotel/Mote| Sales Tan 12345678

4]
O

Goto Returns Narth Location Parish Sales Tax Applied Far
Goto Returns South Location Parish Sales Tan Applied For
Goto Returns West Location Hatel/Matel Sales Tan Applied Far
Goto Returns Wast Location Parich Sales Tan Applied For
Foto Returns East Location (Closed) (Clased) Hotel/Mate| Sales Tan Applied Far
Goto Returns East Location (Closed) (Closed) Parish Sales Tax Applied For
Goto Returns South Location Hotel/Matel Sales Tan Applied For
Goto Returns Southwest Parish Sales Tan 12345678

Goto Returns Morthwest Parish Sales Tax 23456789

oooooooo
oooooooooo

5. Click the checkbox labeled Block Credit in the row of the location you wish to
block. Your changes have been saved.

Signed in as ADMIN

User Mame ¥ |SalleyTest Frint Selected |(PrintAll Taxpayerd

User Name First Name Last Name E-dail

Select 9608 SalleyTest Salley O'Malley 225-215-0100 a@salestanonline.com

Business Locstions in your Parish
Select to narrow return listing
Location Name Return Name Accourt Number
Goto Returns Morth Location Horel/More| Sales Tax 12345678
Goto Returns Morth Location Parish Sales Tan Applied For
Goto Returns South Lacation Parish Sales Tax Applied For
Goto Returns West Location Hotel/Mote| Sales Tan Applied For
Goto Returns West Lacation Parish Sales Tan Applied For

Goto Returns East Location [Closed) (Closed) Hatel/Matel Sales Tan Applied Far

Gota Returns East Location (Closad) (Closad) Parish Sales Tax Applied For

Goto Returns South Location Hotel/Mate| Sales Tan Applied For

Gota Returns Southwest Parish Sales Tax 12345678

OdooooocooOo®
OO00O0O0OOO0O0O®™

Goto Returns Morthwest Parish Sales Tax 23456789

Blocking Online Filing
You can block a taxpayer from filing online returns for a location in your parish.

Note: Use this feature at your discretion. Blocking ACH credit payments and online filing may prevent
taxpayers from making payment and from filing online returns on time.

1t is the taxing authority or taxing anthority representative’s responsibility to inform taxpayers when they
have been blocked from making ACH credit payments or from filing online returns.

ParishE-File.com does not notify taxpayers when they have been blocked from either of these features and
does not assume responsibility penalties resulting from errors made by a taxing anthority or taxpayer.
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V¥ To block a taxpayer from filing returns online:
1. Click User Search on the menu bar. The Search page appears with two fields.

Signed in as ADMIN

[LagtMName v |[SubmnSearchl [ Frint Selected ][PrmtAIITaxpayers]

Last Name
E-tdail

|| UserD
Canfirrn #
Company
Account #

2. Select an option from the drop-down menu. Type in the field.
3. Click the Submit Search button. A table of Users appears.

Signed in as ADMIN

User Mame v |SalleyTest Print Selected _|[Print All Taxpayerd

User Name First Name Last Name E-Mail

Select PE02 SalleyTest Salley o'Malley 225-215-0100 a@salestanonline,com

4. Click Select in the row of the taxpayer you wish to block. A table of Business
Locations in Your Parish appears.

Signed in as ADMIN LOG OFF

User Mame v |SalleyTest Print Selected _|(Print All Taxpayerd

User Name First Name Last Name E-Mail

Select 9608 SalleyTest Salley O'Malley 225-215-0100 a@salestaronline.com

Business Locations in your Parish
Select to narrow return listing
Location Mame Return Mame Azcourt Number

0000000 O0O0Ofx

CH Credit Elock Filing
Gote Returns Morth Location Hotel/Mote| Sales Tan 12345678
Goto Returns Narth Location Parish Sales Tax Applied Far
Goto Returns South Location Parish Sales Tan Applied For
Goto Returns West Location Hatel/Matel Sales Tan Applied Far
Goto Returns Wast Location Parich Sales Tan Applied For

Foto Returns East Location (Closed) (Clased) Hotel/Mate| Sales Tan Applied Far

Goto Returns East Lacation [Closed] (Closed) Parish Sales Tax Applied Far

Goto Returns South Location Hotel/Matel Sales Tan Applied For

Goto Returns Southwest Parish Sales Tan 12345678

oooooooooo

Goto Returns Morthwest Parish Sales Tax 23456789

5. Click the checkbox labeled Block Filing in the row of the location you wish to
block. Your changes have been saved.
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Signed in as ADMIN

User Mame v |SalleyTest |[ SubmitSearch] [ Frint Selected ][PrintAIITaxpayerei

User Name First Name Last Name E-Mail

Select 9608 SalleyTest Salley O'Malley 225-215-0100 ai@salestaxonline.com

Business Locations in your Parish
Select to narrow return listing

o Return Marne Azeount Number El

Goto Returns Morth Location Hotel/Mote| Sales Tan 12345678
Goto Returns Narth Location Parish Sales Tax Applied Far
Goto Returns South Location Parish Sales Tan Applied For
Goto Returns West Location Hotel/Mate| Sales Tan Applied Far
Goto Returns West Location Parish Sales Tax Applied Far
Goto Returns EastLocation (Closed) (Closed) Hotel/Mote| Sales Tan Applied For
Goto Returns East Location (Closed) (Closed) Parish Sales Tan Applied For
Goto Returns South Location Hotel/Mote| Sales Tax Applied For

Goto Returns Southwest Parizh Sales Tax 12345672

I o I o

O
]
4]
O
]
4]
O
]
4]

Goto Returns Maorthwest Parish Sales Tax 23456789

Entering Comments (Private)

Taxing authorities can type comments about a return. To access the comment box, see
Viewing Returns or Searching for Taxpayers.

¥ To enter private comments about a return:
1. Type in the Comments field. Click the Save button to save your comments. A
symbol appears in the return list indicating that a comment has been entered.

Signed in as ADMIN

Return Information

Taxpayer Information

Mame: Salley O'Malley Mailing Address: 7117 Florida Blvd
Company: Southwest Baton Rouge, LA 70806

Account: 12345678 Business Address:
Phone: 225-215-0100

Fax:

Email: a@salestaxonline.com

Return Information Payment Information
File Pericd: August 2008 Account Number: ******=%g9g99g9

Amount Due: $3,019.50 Routing Mumber:

File Date: 08/13/2008 Address: 7117 Florida Blwvd

Suite 306

DownioadeINE Baton Rouge, LA 70806
Comments:

BACK Back to return list
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Setting Filing Preferences

V¥ To set filing preferences:
1. Place your mouse-pointer over Account Settings on the menu bar.
2. Select Filing Preferences from the drop-down menu. The Preferences page

appears.

Signed in as {ADMIN [ LoG OFF |
Preferences:

[Jcheck to Round &ll Numbers to Mearest Dollars on your returns

[Dcheck to DISABLE Mightly Ermail alerts for Returns available for Download

Threshold Dollar Amount for Email Alerts (§):

D e @

3. Click the checkbox marked Round All Numbers to round all numbers on your
returns to the nearest dollar.

4. Click the checkbox marked Disable Nightly Email Alerts to stop the system from
emailing you about returns available for downloading.

5. Or, set a threshold dollar amount for the nightly email alerts. Only emails with dollar
amounts at or above the threshold you have set will be sent.

6. Click Save.

Managing Filing Holidays
The Filing Holiday Calendar allows you to set filing holidays in your parish.

Holidays that are set by the system, the Louisiana Department of Revenue, or the United
States Postal Service have already been set and cannot be removed.

Note: You cannot remove a holiday if it occurs within 30 days from the current date.
Contact technical support.

V¥ To set a filing holiday:
1. Place your mouse-pointer over Account Settings on the menu bar.
2. Select Holiday Calendar from the drop-down menu. The Find Date for Filing

Holiday page appears.
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Signed in as ADMIN [ L0G OFF |
Find Date for Filing Holiday Settings
Parish | v
September 2008
Su Mo Tu We Th Fr Sa
2 3|4 |5 |6

7 g 9 10 11 12 13

14 | 15 |16 | 17 | 18 | 19 | 20

21 |22 |23 | 24| 25| 20 27

28 |29 | 30

3. Select a parish from the drop-down menu. The calendar for the current month
appears with the current date highlighted in light orange.

4. Use the arrows at the top of the calendar to view other months.

Click the date you want to set as a filing holiday. The date appears light purple. A

confirmation message appears.

vt

Signed in as ADMIN

Find Date for Filing Holiday Settings

Parish |+

September 2008

Su Mo Tu We Th Fr Sa

7 8 9 | 101112 |13
14 15 16 17 |18 20
21|22 (23 |24 | 25| 26 | 27
28 29 320

Click the checkbox If you want to make Friday, 19 September 2008 into a filing holiday,
then click the SAVE button to save your information. To undo a filing holiday, uncheck
the checkbox below and click SAWE, If the Holiday you are selecting is within 30 days
then you cannot remove It without contacting technical support.

Plzase note that some holidays are already set up as filing holidays in the system. You
can not remove systern holidays that are set by the LDR or post office.

¥ This IS a filing holiday

6. Click the checkbox marked This IS a Filing Holiday.
7.  Click Save. The date appears dark orange.
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Signed in as ADMIN
Find Date for Filing Holiday Settings
Parish |+
September 2008
Su Mo Tu We Th Fr Sa
2 3| 4|56

7|8 |9 1011|1213

14 15 16 17 18 - 20

21 |22 |23 | 24|25 | 26 27

28 | 29 | 30

¥ To remove a filing holiday:
1. Place your mouse-pointer over Account Settings on the menu bar.
2. Select Holiday Calendar from the drop-down menu. The Find Date for Filing

Holiday page appears.
signed in as ADMIN
Find Date for Filing Holiday Settings
Farish
September 2008 >
Su Mo Tu We Th Fr Sa
z 3 4 5 8
708 9 10 11 12 13
14 15 16 17 18 - 20
21 22 |23 24 25 PR 27
3 29 | 30

3. Select a parish from the drop-down menu. The calendar for the current month
appears with the current date highlighted in light orange. Filing holidays are
highlighted in dark orange.

4. Use the arrows at the top of the calendar to view other months.

Click the date you wish to remove as a filing holiday. A confirmation message
appears.

o1

Page 45 of 51



Signed in as ADMIN

Find Date for Filing Holiday Settings

Parish

September 2008

Su Mo Tu We Th Fr Sa
2 3 415 =1
7 a 9 10| 11|12 | 13

14 | 15 16 17 | 18 20
21|22 (23| 24|25 |26 | 27
28 20 30

Click the checkbox if you want to make Friday, 19 September 2008 into a filing holiday,
then click the SAVE button to save your information, To undo a filing holiday, uncheck
the checkbox below and click SAVE, If the Holiday you are selecting is within 30 days
then you cannot remove it without contacting technical support.

Please note that some holidays are already set up as filing holidays in the systermn. You
can not remove system holidays that are set by the LOR or post office,

I This IS a filing holiday

6. Click the checkbox marked This IS a Filing Holiday so that it is no longer
checked.

Signed in as ADMIN [ LOG OFF |

Find Date for Filing Holiday Settings

Farish

September 2008
Su Mo Tu We Th Fr Sa
2 8 <4 5 =]

14 15 16 | 17 18 20
21 (22 (2324|2526 | 27
28 29 30

Click the checkbox it vou want to make Friday, 19 September 2008 into a filing holiday,
then click the SAVE button to save your information. To undo a filing holiday, uncheck
the checkbox below and click SAVE. If the Holiday vou are selecting is within 30 days
then you cannot remove it without contacting technical support,

Please note that some holidays are already set up as filing holidays in the system. You
can not remove system holidays that are set by the LDR or post office.

OThis IS a filing holiday

7. Click Save. The date appears light purple.
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Managing Tax Rates

V¥ To view a current tax rate:

1. Place your mouse-pointer over Account Settings on the menu bar.
2. Select Update Rates from the drop-down menu. The Rate Information Table

FRate 2 and Rate 3 are fied to the available special ewemption lines 163/16< (L6b/164 are the calculated rezults of 37c)

appears.
Signed in as admin [ LOG OFF |
Rate Information:

Choose Tax Return to Update: ‘ Parish 3

Rate Effective Date: October 2008 9

:E”d‘"gl Col # Col Let Line 1 Desc  Line 2 Desc Line 3 Desc  Line 4 Desc Tax Rate Rate 2 Rate 2 v, Delg. Int,

pprovs

Mo 1 & Parishwide 4.000% 0.000% 0.000°% 2.000% 5.000% 1.250%
Mo 2 B City of 5.500% 0.000% 0.000°% 2.000% 5.000% 1.250 %
Mo 3 C Townh of 5500 % 0.000% 0.000% 2.000% 5.000% 1.250 %
Mo 4 D Townof 5.000% 0.000% 0.000°% 2.000% 5.000% 1.250%
Mo S| E  Town of 5.000% 0.000% 0.000°% 2.000% 5.000% 1.250 %

[“EDTT" B CANCEL]

3. Select a return from the drop-down menu to view rates for that return.

V¥ To edit a tax rate:

1. Place your mouse-pointer over Account Settings on the menu bar.
2. Select Update Rates from the drop-down menu. The Rate Information Table

FRate 2 and Rate 3 are fied to the available special ewemption lines 163/16< (L6b/164 are the calculated rezults of 37c)

appears.
Signed in as admin [ LOG OFF |
Rate Information:

Choose Tax Return to Update: ‘ Parish 3

Rate Effective Date: October 2008 9

:E”d‘"gl Col # Col Let Line 1 Desc  Line 2 Desc Line 3 Desc  Line 4 Desc Tax Rate Rate 2 Rate 2 v, Delg. Int,

pprovs

Mo 1 & Parishwide 4.000% 0.000% 0.000°% 2.000% 5.000% 1.250%
Mo 2 B City of 5.500% 0.000% 0.000°% 2.000% 5.000% 1.250 %
Mo 3 C Townh of 5500 % 0.000% 0.000% 2.000% 5.000% 1.250 %
Mo 4 D Townof 5.000% 0.000% 0.000°% 2.000% 5.000% 1.250%
Mo S| E  Town of 5.000% 0.000% 0.000°% 2.000% 5.000% 1.250 %

[“EDTT" B CANCEL]

3. Select a Return from the drop-down menu to view rates for that return.
4. The Rate Effective Date field is the first month of the next quarter.
5. Click the Edit button. The page refreshes and text fields appear.

Signed in as admin [ LOG OFF |
Rate Information:
Choose Tax Return to Update: ‘ Parish v
Begin Effective Date: ‘ Octoher 2008 a
Col#  Collet Linel Desc Line 2 Desc Line 3 Desc Line 4 Desc Tax Rate Rats2  Rate 3 .G Dela. Int,
A Farishwide 4000% |[0.000% ||0.000% |2.000°% |56.000% |[1.250°%
I4 B City of 5500% |[0.000% ||0.000% |2.000°% |5.000% |[1.250°%
3 C (Town of 5500% |[0.000% [|0.000% |2.000% |5.000% |[1.250°%
4 D Town of 5000% |[0.000% |[0.000% |2.000% |5.000% |[1.250%
5 E Town of 5.000% |[0.000% |[0.000% |2.000% |5.000% |[1.250%
*Rate 2 and Rate 3 are tied to the available special exemption lines 164/16¢c (16b/16d are the calculated results of 3/c)
By checking the accept box below and submitting the above chanaes, vou are acknowleding that these rates will be leaally binding and that you will send a copy
of the print out or another written notice to the Department of Revenue in a certified letter,
COAccept
oD G I

6. Type in the fields you wish to edit. Include the % symbol after typing in an edited
tax rate. Type 5.5%, for example, not 5.5.
7. Read the Agreement. Click the checkbox labeled Accept.
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8. Click Save. A success message appears.

Signed in as admin [ LoG OFF ]
Rate Information:

Choose Tax Return to Update: ‘ Parish v

Rate Effective Date: October 2008 3

:E"d‘”gl Col # ColLet Line 1 Desc  Line 2 Desc Line 3 Desc  Line 4 Desc Tax Rate Rate 2 Rate 2 v, Delq. Int,

pRrous

Yes 1 A Parishwide 4.500 % 0.000 % 0.000°% 2.000°% S5.000°% 1.250°%
Yes 2 B City of 5.500 % 0.000 % 0.000% 2.000°% 5.000°% 1.250%
es 3 C Town of 5.500 % 0.000 % 0.000 % 2.000% 5.000% 1.250 %
Yes 4 D Townof 5.000 % 0.000% 0.000% 2.000°% S5.000°% 1.250%
es 5 E  Townof 5.000 % 0.000 % 0.000% 2.000% 5.000 % 1.250 %

FRate 2 and Rate 3 are fied to the available special enemption lines 16/16c (167164 are the calculsted results of afc)

frour rates have been su, fully changed!|

To print a rate change notification form  Click Here

“EDTT" M CANCEL]

9. To print a Rate Change Notification form, click the link Click Here. A Rate
Change Notification form opens in a new window.

Rates Effective Starting: 10/1/2008 12:00:00 AM

Co #leter | ine 1 Desc Line 2 Desc Line 3 Desc Line 4 Desc  Rate Rate 2 Rate 3 VCRate IntRate Delg

1 |A [Parshwide 4.500% (0.000% (/0.000% |2.000% |1.250% (5.000%
2 |B |Cityof 5.500% |0.000% |[0.000% (2.000% [1.250% |5.000%
3 |C ||Townof 5.500% |0.000% |[0.000% (2.000% [1.250% |5.000%
4 [D [Townof 5.000% |0.000% [[0.000% [2.000% [1.260% [5.000%
5 |E |Townof 5.000% |0.000% |[0.000% (2.000% [1.250% |5.000%

I, , heareby ceriify that the above rates are accurate. By submitting this form, | acknowledge
that the above rates are legally binding starting on the period stipulated and effective until a new rate change form is
submitted

Tax Administratcr's Signature

Date

Print this form by clicking the printer icon in the upper-left corner in the PDF file
viewer or print normally using your web browser.

10. Note: You must sign, date, and mail this form to Louisiana Department of Revenue
at least 30 days prior to the beginning of the quarter for the rate change to take
effect.

Mail to:

Louisiana Department of Revenue
Attn: Debra Guillory

P. O. Box 4849

Baton Rouge, LA 70821-4849
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Chapter 10
Managing Clerical Users

Creating Clerical Users

V¥ To create a new clerical user:

1.
2.

Place your mouse-pointer over Account Settings on the menu bar.
Select New Clerical User from the drop-down menu. The New Tax Authority
Clerical Account appears.

Signed in as admin [ 106 OFF |
Mew Tax Authority Clerical Account

To create clerical users that can download returns or payment (NACHA) files, camplete the following
information and set up a user name and password,
Any personal information collected is used within ParishE-File.revenue,la,gov to authenticate your account with the appropriate

Taxing Autharities, This information will not be disclosed or shared in any way with any outside entities without your explicit
permizsian,

Type of Account: | Cletical 1 - Download Return Batches Onlk ¥ | (select the correct Account Type,)
C - D Feturn B
Clerical 2 - Payment Only Downloads

First Name: (Enter your first name, )

Last Name: (Enter your last name.)
Agency: (Enter the name of clerical uzer's tax agency or office.)
Phone: (Ex: 123-456-7850)
Fax: (Ex: 123-456-7890)
Email:
Usermname:
Password:

Re-enter Password:

PEACK B NEXT" JK CANCEL ]

In the Type of Account field, select the type of clerical account from the drop-
down menu. Clerical users must be created in pairs.

Type the contact information for the new user.

In the User Name field, type a user name for the clerical users.

In the Password field, type a password. In the Re-Enter Password field, type the
password again.

Click the Next button. The Choose Returns for User page appears. See Assigning
Clerical User Locations, Steps 3-6.
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Assigning Clerical User Returns

V¥ To assign a clerical user return:

1. Place your mouse-pointer over Account Settings on the menu bar.
2. Select Manage Clerical Users from the drop-down menu. The Choose Returns
for User page appears.

Select a user from the drop-down menu. Available returns for that user appear in the
box marked Returns Available.

Signed in as admin [ LOG OFF |
Choose Returns For User : TimmyTester v
Returns Available: Returns For User:
[ e <MNao Returns Selected>
>
":!;Eg' :9 ‘gi\l I’g' ab ‘ﬂ‘h!‘a

4. 'To assign a return to the selected user, click on an available return. Click the > arrow
to move the return to the box labeled Returns for User.

Signed in as admin

Choose Returns For User :

Returns Available:
<Mao Returns Available>

BacK JCANC

5. To assign all returns to a user, click the >> arrows. All returns appear in the box
marked Returns for User.

6. Click Save. A success message appears.

Un-Assigning Clerical User Returns

V¥ To un-assign a clerical user returns:
1. Place your mouse-pointer over Account Settings on the menu bar.

2. Select Manage Clerical Users from the drop-down menu. The Choose Returns
for User page appears.

Select a user from the drop-down menu. Returns for that user appear in the box
marked Returns for User.

Signed in as admin [ 106 OFF |
Choose Returns For User ; TimmyTester v

Returns Available: For User:

<Mo Returns Available> Parish

Page 50 of 51



4. To un-assign a return from the selected user, click on a return. Click the < arrow to
move the return to the box labeled Returns Available.

Signed in as admin [ L0G oFF |
Choose Returns For User : TimmyTester v
3> Returns For User:
<Mo Retuns Selected>
5. To assign all returns to a user, click the << arrows. All returns appear in the box
marked Returns Available.
6.

Click Save. A success message appears.
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